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#. Mollowlug is & report » findinpe and recormendations arpived
8t as 8 reauld of & detalled mirvey of ithe Persunel Mvisien, Persannel sl
Aduiniatration Branch, by the Vasageoent Brunsh of 174APS, Aurlag “he poria?
24 Pebrusry to ¥ dmreh 1947,

be This muirvey was mderbeles Par Lhe puroose of providianz s
oritieal examination snd aslysis o all phases of orranisation, everatisnal
pross-iures sad Wiiliseilon of perse.nel of the “erponnel Mvision,

2. Orzsnismtion, Ysnecenent ®:] Personel fegulremsnts

ae (1) The orpanisation snd personsel subhorizeation o tie
Porsomel Mvision se of 24 Pebruary 134T s atiassched s Tuclomure &,

(2) The major orgmisetional leflofenzios found were:
{a) Bo veniral scrrespenience and reeord noint,
{b) Mo pesition control procsdurss established.
{e) Aelatively hWepbasard inseraal epersiions due $o 1wk
of mpeslific deleg ion of spprepriate mesponsibliiiy
%o eash individunl, ond inadequabte superviesion by
MAvision e,

(4) Duplieation of Tunetlons dus to lack o° clemr aub
Inbarnal orge nigational and funciliosal HMrecilves.

{3) Persomiel reculr@ =nts sre ezseszive dus Lo
(e} Yrpanissiions! teliclanclies.

(b} Lack of proger gentrsllzed supervision and sontrsl
by the Melsdam Thiel,

be Iperntions
(1) tlackiag stron: cmrtral aoordiunation, eperations were oo

ts be rensrally en the baslz of alwash is‘eyendent action B essh
seabion ohlel,
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{2) Inrovaal working rrlaticmslidps have leen well developnd
on Shelr own inidistive bhatwe-2 euselves by pection chiefs. Mille
onch sentlion haz paturslly 5 =8 jor intavest lu {te awn operablons,
more ooordimating effers fromn e top would lanrowe sdninlsbtretive
prosedures and rodues personsel regulreents,

(3) Operetins Instruskions, policies sud infpromblen {asucd
by hizhar subtherity, sssentlal ‘o efficlont “unsflenlay of his seotlon
aisiefs, have ofter: been rotsine’ by the Mvlelon Thief mnd not Interaally
dissomineted S0 seotiens, Yew ldess or mracedires deavelesed 1n one
sootion huve a8t leen paeeed om io othars Lo the “ullest exient,

{4) Them has been no comprebensive overall planinz of &
persconel progmms wish epecial referetice Lo phasing seheddes, intoprebed
opereting pmos-lares, snd sxber.al relalionshios,

{3) Altwugh Lastruets i o 46 so seweral sandhs age, mo pusitlos
oontrel syotes was establisied anitll the representatlves ol the Adrimor
for Usaogeamt prepaved the ple, indvobrinate! the neotion ohiasfs,
arranged a planciny couferonge aand mapervisud the initiatlon of the
srsten durins the prosress of tis survey.

{8) The Division “hdef has not sebablished persemml direst
velations with offies and staflf ‘wads o aidvles and assiet e wiis
helr peracansl probleas, Subpedinates, oo thelr own Luitisilve, have
ostablished sueh relatloushipa,

gy Parsommel

(1) THilisstion of personnel hnas not bee adequete. lack of
fintegration has neoessitated epoh seotis, within svailebility, e or
lags to deterzine requiremsats and nrvoure ite personnel indevendentlr,
tn meet Lte own definillon of wirk rempaneibilivios,

(2) There sppears ta Yo owmrprading of individusls who are not
perforeing work scomensarate wish prwles helde w sush exmwple 1o
thats of & (AR}l jdalnistretive Assimtiass in bhe OPfMlee of the Jwision
thisf, T™hroughout the progrese of e surver, thils Individual displared
n lack of ksowledon of persomsl oporatisns of the Mvision nobt wmecied
of one of his pesision mnd greda,

4, Detaile’ dizoussion of Mo meotlon is loslossd in Tuclomuse fpe .
3. Tunotiome

B prftes of the Shilel,

(1) The iseisbaut Chle? has @ a cempebent Job of servying
as such of the supervisory responsibility Zor the Dvislon on his -wn
inttiative a3 elrcumstercon o & rudtinlieity o other sssimed
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aotivities hewn persdited, iz Cudiss ns u nasber of the Persennel
Joview Jonmdbtoe tale up 8 counmioarahle nortlen of hls Siue,

(2) 7Toe adadnistrative sasistant (SiPell) apponred 4o be
perforsing ue funsblon whish voul ? 2ot be sondined wi¥h: ~hawe of &
senlor secretery at not rore thay » CAR? level,

(8) Beetien Chiefr have onsouneres #Mrrieyitr in ebiaining
#zarly declsions {rou She Myisier Thief,

{4} Detalle? Mssusalon 57 taks seeiion 1z dneluted in
Tnolomre Yae D

By  Frocursmest and Placeoent Teotion.

{1) It was pointed out 1o the swrvey teas that thia sseilsn hed
feiled so completol: that in Nowe-her X040 the Atvisor for lacagement
was charged by the Mrector with Mull respanalbility for the procuressct
program, In addition te hls other dubies. This responsibdility wog row
linguished by the Alvisor for imazsnais 1ate in Vareh 1947 at which tine
persounel sbrengtl: wae searly up to ermblished selliare,

(R) Bhertly after mosud:y procurment responsibility the i tvisor
for maremnt superooded the fnmpushen® Destlon Thlef by assigning v
current Seetion Chief. The ocurreat shfel had had very limited persciiel
sxperience, but hed quallties of aggromsiveness and ablility e get thims
done which have bes: rejor factor: in e eventus) succezs of the U
rnt progrem,

(3) wsfineente in orgapisation and nrocedures ure now beln: :udc
which will mlisve the Ssotlon il of Lwwdisto respousibility for
consi derable roulisze aad will eue'le ldn %o deveic umost of his persoal
attentlon to selving the surrest .riuary ased for wrofessicusl reses ok
personnel In {nterseliate srades, ’

{(4) Detmiled Memcugeion 7 thisz ssotion iz abtached ss Inclomure ‘e
te Trmnsections and sdorde 'eotise.,
(1) This Jeotion has bes. well operated end mpervised by iis
chielfs It is capuile of and showld sesuso reaponeibility for the sebrelized
operation of surrespondence, revw s, olerisal eomirol of persoumel, rew:rity
chedks and position control proce “ires for the entire Persomsel viuiov.
(2) Dotmiled discumalen o1 whip seobien ia stiached ss Taslosure B,
de Cleesiiceation and Zalary Awisdsiretion Section,
(1) This ssotion spoears o be cubstanding in the gensral ol Ticiemay
of ity interaal ospsrutions wnd results ehiadned, I18's ochief han bes: with

£t sinoe 1% was orgenised sud has dome 8 Mbe Job o olazgi®ication cand
slaaring jobs thrwugh the Mivil $-rvioe Tomismwion,
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{2) The prosaat fncunbent of the Ztandards, Spmei’iomtlons
and Tralning postdon {S4%=12) & perforudng the same ‘uties ns the
othar elassilfioetion snalyets (CAW1l).

{3) mmiailel Heecarlon of Shis swetlen is inelosed =s
‘{Mlm‘%m %;' ﬁfq

#e Heployes felaliens Teotla.,
{1) This seotlon hes only rescestly been premiseds 1% spresrs

o be operatin: with reasmuwble efflclency, sad prozran plarming ia
prosressine suile’” ““."iﬁﬁlg.

(2) netailed M meussion of ‘his seetion iz sbtached &s Tnolamoun?,

fa Tealalns Seetion,

(1) 7hie section 12 not et setivated and progrew plansing for 1%

has not develooed on aschedule prvlousl  promise? by the Persemnel Divisics:

kel
{2) Msoungion of i1tr needs 1s attached s Tnelosure T, %,

4, Aosomplistewnts furing ssrvey

8. Tranafer of retiresant reoord ssrdszs %o Mamoe DMvislen, /#xibii

by Initiastion o7 position caetrel wrste. (Exhibls )

Primary recommenistions sade to Slvirion this? during suryey

%, Sonsclidation of all cors sponience and racoerds wndbs Inio suo
sentral wnit (Tranzsotions and ‘woords $ootion)

be dentral fatrol of lntermel rouling of pespurs,
3. Sentrel esoriinatien 27 $he sobivitdas o7 the ssetinmse,
de Uantrnl goutral of action o asduribtr ohsolrs,.

4, Table of Orzmnisgeadion

he A ™ossaended reriged Salle af arcamizatien for the “yrsomnd
Mylaion iz atttashs? a8 Tooleoesurg o, 2,

Yy mmx wrta)mﬁl roquirg.ants 1o Bhis Bable m‘e- positlons
{emolusive of military), & retuella=n of 12 gnder e current "fﬁ mbtaohed
83 Inslomures . 3. 1% L8 also Bolioved thet & Mariisr roduetlen S8 a

mm of [l stwalsd bo possible by 31 Uaren 1948, by vhieb tiss the proscro-

ment load will heve been preatly soreads i
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g  Adjusteomts In gredes and orgealiational simeture are explalaed
fn asteohuents Yo Tnelosure Ya. L.

de The direst responsibility of ihe xeoubive for Yersomel and
Adednistration in the lormulatliom of impor-ent psrsonnel poliny and ia
advising the Mresber on perssel polley watbers 1imdts e ares of
Judgaent and deelsies whilch osn be exersised by ths Perssmmel Divisfon.
Tade faabor hae inlusnoed the adiuatement In the seader regsamends? In
Trolosure 3,

as AL sush tleo as Tw responsibilisies 1is%e! in 8 4 sbeve are
delagated So and performed by the Persomnsl “Hvision, the orgsslsation
and eade lsvels shemn {n {nclosws Bo. 10 esn be justifisd for this Avision
on the bmaie of conparsble respenzibilift to like posltions in other apenwlies
37 simdlar siee and complemity,

Te _ecccmmadations
ne Inat Liclomires No. 2 Lo 3 inelusive be studied by the Ixsousive

for Jersonnel sod Adslaletration with & vlew 3o effeciing e dhmipes snd
sugrsstiong in opemtional proonR res mooseesded thergin,

e Thui & repo-t bs mubaltsed S0 the Atrisor for masrecent by
1 June 1947 of actis: taleu in esrnsesien with a above,

s That sction e taim: Se Lprwe the imualeent o7 W Person el
Helslon,

de That Inelosure P Yo mpproved as s wnlalive ?/i:f% for e “ereoncal

Frvialon and *het sgaitiors ba reesstabliszhe! w1t o Tlvil Servies
Soemat agion o Sah busis.

GONFIDENTIAL
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GobtiAl UBSSAVATIVRL LF The CEBIAKIE TiUk, o alaGHEsNT, abb FUBCTIGHIRG
UF THE PeBICEREL JIVISICH.

Any aow organizatlon chag ed with & alssion and which al the
saze time susd orgaaize angd stuff iteell is faoed with & difficult
task, Hspecislly during this pericd of growbh all phases ef progras
development and cdministration must be integrated to asaure sudcess
of the total mission, Such istegraticn ean be attalned only through
internal sanageriusl efforts.

The lack of intezrstion i: the Ferscanel Division hes resulted
in duplication of effort in varicus sections and a sore serious
abssnoe of ccoperative effort which should aid all sections in
sscemplishing sssigned tasks, The resulting independence ratlner
than interdependerse of progrs. practices and supporting clerical
operations hus exenplified the lack of cchesive adminietration,

1. Progrea Yslationshipe.

A+ dach progres dirseter in the person of Ghiels of
deobion has nsturaily & seund parsnwiunt interest in the
suseesaful atvancecent of iiis own funetion, i.e,, classi-
fication, precuresent snd lecesent, tranescilons, ete.
ixosllent informsl working relaticnships exist among theve
key people, lHowever, mutusl aid has been lacking whereln
Clamaificstion and Frooure snt, for exssple, have not ro-
ceived top direction whieh should result in a betier comuon
approash to Job sualificatlon recuiresents,

o dew developusnts in one ares are not cross-
fertilised to others censerped, Jaection chiefs do nut as
& rule see the moathly rt of the Ddvisicn, ZThere hes
been no top regognition important sscondary laterests.

2o Frogrem Flamning and Scheduling,

A+ Progrem planning has not been comprehensive in
that each phese of the perscanel program hss not been
planned in detailed relationship to slready estublished
operativas., Jection heads have not been regulred to
partioipste in planning the total Ulvisional prograss.

b+ The planning sné eotiwetion of various phases
of the pregram have not been scheduled, Tiine sonsiderstions
which refleet & ssuantial developument and implessntatlion
zust be estaklished,
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§« e dmporteant aciivity of perscanel trelaing has
not bean activated. The reed for tralning is apparent,
Fhases of the personnel progran to be carried out by the
training seetion ars vital to the plans of other sectiens,

Urerall Lntegraled uperating procvedures have not
been wd or putl inteo scheduled operstion to serve the
roeded funchional activitiecs.

3+ Fersonmel sssigroents,

& Pwo individuals in the Livielon have Leen without
regular assignsent while at least five others are regularly
working in sections other Lthan those to which they sre
sssigned, Lack of reguley sssigrsert is an obvious waste
of manpowsr, The latler pituation sty Lranscend the nesds
of sduinistrative [exibility amd become ssrely aleppy
ﬁm‘tuﬁiﬁﬁ'

R adelinistrative essistant positions have besn set
up without dus regard for zpecific funetions te be psriormed.
Putise of secretarisl poai"im sre sagroached upon to the
detrizent of both sositlons of secretaries and adeinistrative
assistante.

. Fermanent staffing hes not kept pece with the work
icad either for initial or projevtsd persoonal pregras,

L. Feliey istadblishzent.

§. Fersonnel poliey for operaticon within the Ulivision
has not been established Bur sdequstely elarified in too
many instanges,

(1) do clear cut policy ur method exists for the
indoctrination of aev employees in the Myisien,

ke 4n the areas of  rosotlon, desotlion, salary in-
eresas, disciplinary setden, ete,, the Division has left
operating units of CIG $o thelir tan devigces, exereising
cegwl on individual matbers rether than supporting positive
aetiol,

§¢ chile Vivil Service Cossiselon rules and regulstions
are gulding factors, promelgstion of interpretations are
needed

-

8. creanisstieon.

The organization stiucture of ihe rersonnel Pivision consists of
Lhe Cffies of the Chiel of thw uUivision snd six functionsl sections
responsible for the total eivilian personnel ;rograc.
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s Funeticnal Ghanges.

§e lerisal functieus, files and conirel operations
now ingluded in the Claseilicetlen and Salsry adsdnletration
and Prosuremsnt snd Plasesent Seetions are being translerred
to the Transactions and Hecords Section, These funetions
will be opersted in conne¢tion with the position ovntrel
activity now belng installed in Transactions and deecrds
Section, {(The details of the changes are dissussed under
the appropriste vecticn headings,.

Be ihe maintenance of perponnel retireaent recerds
was transferred fros the Transastions and dscords Seetion
to the Fayroll Jection, Fiaunce Livision, effective 15 karch
1947 (ses smo &xhibit a), This transfer resalts inc & saving
of one Ual-h in the Forsopnel Division and better econtrol of
retiresent puetings in the Fayroll Section,

Lo

uffisial table of orgapisation f{or the UVivision has
oot been prepared and subsitied for approvel. aa undated
erganisation chart is used in the Fersonnel Division to deplctl
strustursl ad functicoal organipstion. The fasscurscies of
the ehart sake it useless az & guide for strusture or functicn,

be Contimued cperation without at leust o self-laposed
table of organisation has permitted sesbion staffing without
regard to total classifiestion grade needs of the Divislon,

3. Ferscnnel Geilings,

B Fersonnel ceilipgs have been aliccated Lo Lhe 25X9A2
Perscnasl Utvision. Jelling as of 31 karch 1947 is 25X9A2
eivilians and ] silitary persomnsl. This celling inersases 25X9A2
to & tetal in the last umrter of this fiseal year, but 25X9A2

reduces to & total of Ly 30 Septesber 1947, This lndiestes
that the peak personmel job uwill have been passed by September.
However, no plane have been made for orderly coasolidstion and
reduction of the Ulivisien.

ke i the absence ¢f an opersting position contrel
systes, the ierscnnel Division has not ssintained total position
and ee!.ling control agalnet operzting units. The Hivision is
now establishing a pesiticn control systes Lo correct this
situ&t_iw-

4fe ulassificaticn Urades,
#+ the top structure classification grades approved by
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the Olvil Service wanlssion are:

Mtfﬁmﬁvﬁiﬂ.‘...-‘a.ﬁﬁﬁlﬁ
“sﬁ; Mﬂf Gfuﬁ‘mmm-"vi lwh"‘&

25X1A

is presently ececuwplsd by wilitary
detail, and the position Las ot
yet been spproved by the Comalaalon,

Be The following exceptions are noted in these gradess

{1 It is questionable whether iue duties of the
chief of the Mvision, the ssaletant <hief, anc the
Chief of Proourewsat varranl Loeir presant grades,

(2, The pesitisn, Chief, W 25X1A
2X1A N should be reviewed for & pos -

sueh tise as the new oeltion contrel systes responsi-
bilities ere fully aporative,

{3; The positisa, wiel, IINNNNENENENENGG oA
ohoulc be approved ab Jrade F-5,

8 imdividual clessification grades aithin esch secticn
will be discusesd under the apurepriste sscticn heading.

S« Frocedures, ieeords, #te.

aplication and anpecessary effcrt in seimtenance of
u«rﬁ. filee, controls, ste., heve been permiltied to axist
without full reclization 8¢ the top of the zroblems whieh havo
arisen,

Be 1nese situatioms individually suy be of serginal
isportanes, but in the aggregaie tney reswit in ccimiderable
delsay to operations and cause pevnle Lo lose aight of Lhe ree.
zission.

Us FPersonnel Puactions of v,

1. Ferscnnsl !rocessing.

e Forscamel proguRsssnt cperetlons of Ll compdetaly
duplicate the activities e the Fersonnel iLivision,

—
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25X1A

25X1A

be because of the duplicstion considerable conllict
in interest crises ir the ;rocuresant and plasesert of
personnel.

§+ The personnsl astivity in (B0 is mot under
sdainistrative surveiilange cosperable to the rersonnel
Sivision, anc has = tendency to bog dowm.

8¢ veu though Lhe . arscasel Pivisicn has o
authority for servieing persoruel needs outside clasei~
fieation of cvert ;souit.iwa ; considerable tize is oonsumsd
on GS0 perscnnel = t,t.«ars.

3 considersble timu of the sssistant Chdel of the
Bivislon is required in speelal work for ihe Fersunnel Haview
womaitbes,

integratic:. ¢f rerscnnel Funetions.

&+ it sppears as though ¢omocining of the personnel
funetions of (B0 «ith Ferscnnel Pivielon could be sstisfuctorily
worked out and neceessry Ssourity still preserved.

ke Lareful istegration of thw operations would result
in considerable savings in persctnsl ;rosessing time and
elisination ol the costs s:d difficultles resulilng Irow
daplication of effurt,

korale .'

Ihs acrale throughout the ersompel Pivisicn seans (o be good.

Conversations and interviews ware held with zcst of the employees,
snd no irdications of jJeb dissstisflaeticn or jour sorsle sare noted,
Bxceptionslly high zorele was svidented by all tue socticn ehiefs,
Hard working enthusiess sesmed Lo be z cosmon charscterisiis,

ds

Space and vifice Luyout,

@+ The total of the {irsh [iser of Herth sudlding
oscupled by Lhe [erscnnel .dvisien is ade uate fur pressnt
needs .

ke iotatican of parditient ¢n the first [loor cuts
the space ioko many asall rooss., (his is some handiesp Lo

the straight line flow of japer work, especisily in the
A

g The elerical &m& stenpgraphic pool has suffered
fron erasped yuarters sad poor location. ieople assigned
to the pool Lave been locsted in the [iles and correspondence
rocs of the NN o ool
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Transfer of the records and files asctivity of

25X1A
Mpaddation of 55U flles, ond tronsfer of the retiressat
records o the Fayroll Sestion will aileviste the congestion
in this ares,
2. Equipment,

& Auipeent in uee throughout the vision is
sdecuate. In fact, squipsent standards are higher than in
nost ci*-' offioen,

ke Ua 20 karch the sseistant Chief ¢f Fersonnel
sade a survey of squipeent utilipstion and removed unoeow
essary sulipment froie use,

8 Telephone hey bexes are used throughout for all
stations. Irn most instanwss the needed comruniesticnmo
flexibility does not warrg:t the sdditional cost of key
bex instaliations.

F. seeurity.

The variety of {iles, records, transsstions, eto,, and the nubar
of people visiting the %trmeﬁ. cffices zakes nulotenante of sesuriiy
diffieult. iowever, securitly .ractices sewsd to be poed.

25X1A9a

3

i. Carrent progross indicstes thet ifsprevessuts in
25X1A operstion of various twt.’wm L bfuﬁ made aimt
of 17 January 194L7. :

and 25X1A9a
Lort

25X1A
25X1A and Transsotiona and sseords 3setion,
25X1A Ze is gebting under way. lhe ol

Thelll : «
and efficiency rating techniel:n reperted for duly during the surveyr.

Je Ihe Traindng progrus is still in suspense with no zssignec
perseansl.

he The assistant ehief of the Sivision ls making progress io
soordinating adulnistrotive matters within the Division.

5¢ A planned series of contadis with operating offieisls hes not

been carrimd eut by the Chief of the Ulivision ss & zeans of lepreving
perscnnel servioe.
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WFics oF THe CRiaF o The DIVISE.

by w : m ie

i The pressnt adeirietrative arzamization of the WIlive of Lbe
Ghief iccludes four positions: the chiel, assistast chiefl,
searetary, and administrative sssistont,

2. This orgenissiion conlorse in meber of positions Lo that
proposed in the rganization chart.

Jo & The positions of Chie? and sssistant “hief of the
Uivision sre coaparsble in resyonsibility %o like positions in
other sgeneies of sizilar size and complexity,.

ke The classification grades of these positions here are
acosuhet higher than in other sgencies.

& & major fastor whish =ust be considered ls svaluallon
of Lhe wltizste responsibilities of these pusitions is that
forsmlation of Liportent persernel polley and advising the
drector on perscvanel palicy satters is direet respossibility of
the Executive for Persormsl and adainistration, 1his greatly
aits the ares of Judgment and decizion for ihe rersommel
Division,

4o MMainistretive sbsistant,

#e The grace of the administralive assistant pesition
differs from the chart psroposel in that the poaition is
oscupled by a pereon with a GAF-11 reting.

Bs Toe duties of this pesition zre seb up on a placement
officer Job shest for Lhe Frocurecent and ilacemant Segtion,
and the individual is detalled to the ffice of the Chief,

8+ TIhe presponsibilities and duties of the adeinistrative
asaistant are nol adequately defined in Lhe (ffice of the Chief,

g The position of simdpistrative assistunt does nol
warrant higher than a Caf-7 mting.

5. Funshicns.
l. Feliey, Frogram and Urgandzationsl Flamning.
& The persommel poliey nmcessary tov sssist all opereting

Approved For Release 2000/08/22 : CIA-RDP61-00274A000100180mm“u
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officlals in suebting ageccy peisonnel seeds has not Deen adejuase.y
planned anéd developed at the top lewsl of the livision.

ke Deviations Irow steted plae and rule of thusd cperatione
have gulded perscanel .unagesent as auch =8 hos planned prugras.

$+ rpanizational srowth has been permitied to becoss
taphsgard rotber than Jollowls; & »ell defined :lan based on gesised
results and pricrity reeds sithin a framswork of Liae, cost and
quality lisits.

Se Urganisation and progadures have not besn uader constant
evaluation te bring about lntegretion. 48 & result, funetions and
osrgaalzaticnal relaticoships boe hasy wwi oversll affectivensss
weakened,

0. Future and antigipated sgenpy personnel needs sust be
recegnisesd in laylng out long range plass for recruiting, clesei-
fieation, trainisy, and asployes relutlons, shile at the sase tine
resting fzmediate needs,

2. Internsl acairdstration.

&+ Frovision has mol bes: sade for a coostant evaluatden of
perforzanced and Lo relste progrese Lo ;wograa schedules biroughi

(1) 4 system of sbasmiards for production anc quality
of technicul snd elerieal work.

{2) Jonstast evaluabion of internal seeds ln relstiosmshiy
to the personnel recuiremits of Lhe operating offices anc thc
Job to bs cone,

e dohedules now established are mobt ceniroiled in that
Justification 12 not mxacted fur the establishsent or progresc of
the selwdules.

S+ Amcemt acticn in establishlag sehedules, reviesisng equip~
zant nesds, and making polley clarificaticn hes lsproved sduinlse
trative affoctivensas.

g W‘&t Hors sade Ly persvansl in sevversl sections of
the dvision $hal Il was QUfficult to get adeguste ulok dacisions
fros the Uffice of the Chief,

2 daview of individaal jersomsel setions shich should be
dnlsgated Lo the secticn level Lse csused some of this delay,

Approved For Release 2000/08/22 : CIA-RDP61-00274A0001mmm
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Lo AL possible authoriiy sbosld be delsgsted to the seetlicn
ievel, and sufficient control by insyection be saintained by the
Uffiee of Lhe Jnief Lo assure that responsibilities sre adouately

== N
‘fie  The pereensel procusecsst process and the proeessing tice
on JU saaple cases wes analymed in January. mfmuamp‘éﬁm

nade by the Uf7ice of the del to gul oul unnecessar delays an
izprove precessing aetnods. 7 )

There is & lesi of aus uate oriestation of euployees of

the Livisien,
3+ Hmlatienships with Upersting Uaits.

&« The ccmtacte with operating unite follow a pebbesn
neomssitated by current busingss, am sosbly iivolve secbies

ke The laek of planned eontsots oa parsoinel poliey by ths
vifies of the Chief peruits evidence of dealing ab asu's leagth
with opsrsting units. Frior evidesnce of existing perseonel
prebless i3 not broughi to tz @ﬂiﬁm ¢f the rersonnel Slvisic:
unbil needs have vasklogged ia t pploying unlt, sousitsemts
have Lesn made, cissitisfscticns arisen, ete. ’ '

S To@ davel sontaets to ald lp perseanel planaing sad Lo
sseure adequate uvnderstending of ell operstisg persennel ueeds
should be garriec out. Ihe perscpnel adsinistreticn jrogres
throughout the sgesey can Le strengthesed by sound relatiosanipe
whish will assist in planning in the Livisios as well zs in
oparating anits, '

1« Progras Flanplng and sontecl.

&e Nore Lize should be s ont ia plasalng the total perscansl
program iseluding internsl snd extersal relations as indigated

above.,
ke Operating policy to soplement C1G Urder 45 sust be
slurified for ocpersting persom.el, ‘

~ fs  Approved policlee and plans sust be put intc lasediste
operation spd provisicn sade t¢ assure sonforkance.

2. Procedires und Lethods,
& Gonsbant inspestion i evalustion of orzanissticn

Approved For Release 2000/08/22 : CIA-RDP61-00274A0001M“
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procedures and methods swst be wade Lo see bLhat srgasizational
ﬁmm;a are sound and fenobioning satisfsctorily to aest
nseds,

ke Froesdures and sethods smst be under sarvelllance in
crder o bring atout sleplifiestion and sore rapld servige,

g Cperstion of Lhe pesition sordrol eystes should be
sffected a8 rapidly se possibls,

. sdministratics sod Contrel of Pyoirasm,

& Adednistretive respopsibtdlities shoulc be defined %o
bring sbout adejuate control through schedules and standsrds of
perforaante.

e The ssaistant (hief ¢! the Division siould be given
zore speaific responsibdlity for the zupervision of adeinistretive
msttors throughoul the Divisie:s.

§o Additional delegation of operating responsibility should
be made to the lowest rossible .

(1; 1n this conneetion only appointaents ot the
Cal-lh lavel and above sheuld go to the Sxeoutive for
Fersoanel snd sdminiebratdon for spproval.

Perisdle progress reporis Ipvi the sections should be
used for control purposes and Jollowsup made op majer scbtivities
and proposed schedules.

2+ Soordinstion of the seetion funetione suet be brought
aboub by the Office of the Chiasf in crder to recognize all nesds
ard avold dupliostion. The development of Job standards for
sclaseification, training, reefuitment, and exployee relations
reguired scordinction % aseule cosparasbdlity.

Le Ulamsificaticn of Fesitions,

& Ihe positicons of Chisl and assistant vhdef shoula be
reviewed by the ixecutive for [erscnsel and administrstion to
determine if these positicns warrset thelr present grudes,

(1) If the Sxecullve for Fersonnel and Adeinistration
should seek to justify the existiling grades, full responsi-
pility for persomnel peligy forsulation and operstion, and
approval of top persoanel sctioss should bo pluced gt the
Mvision level with adelndztrstive contrpl resaining on the
higher level.

Approved For Release 2000/08/22 : CIA-RDP61-00274A00010018M|DENT‘”“
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Be The position of seewstiary daFeSd should inelude
sisoallanesus adealnistralive tasiks, such a8 rejuisivtics aad
contrel of supplies, malntenares of files and office records,
ebo,, thus reserving spesial sdudnistrative tasks ic the
adminisbrative assistant,

g+ The position of sdmdnietrative seslstant should
spsaifioally inglude adsinistyative services shich relate ¢
the eoordipation of prousedures and jrogrsas of the wivislen,.
The positien abwuld be encusbered Ly & SaF-T,
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25X1A

o aimw%&t/@aﬁ?sfwm Ferscrnel
MLy, o8 standard orprdsatic patdern bhas Loen
doveln for this seckice.

wz MwMamm&ammm
in seciion were ciashilisd 1 a8 for 3 procuremint
snd placement unit, an umdt, sod & records uail.
meﬂmmwumm:r

h & CA¥=1) poaitis: of recrultasat officer has been
mmm‘wumwmrmm

M in the proc aad placessnt andt,
mmawmm ﬂtmmzmm
. Four sajor
positive resrultment from
s restrds fors the basis for

oy mmw&wmﬁn hss not a8 rel besa
a8
m@m wamzm&mmmmm

: fwmﬁmaa
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25X1A%9a

25X1A9a
25X1A9a

25X1A9a

A CaPw ve ssaistanh has been serving
? ﬁmwmw-;m

2 &%?MM&W&MW

%o the (hiet, &n M up on statue
sl v ﬁ&mﬁmw.

F I

takten sare of by his subordinsten,

m«mwwmmmmm
e%g pPleamping, ¢ formslate glsay- -
’ Mnute

5, Supervision Givea Onief,

& The (e hiaeslf receives o aimimn of

supervision snd guidance supariors, This has
M&Mﬁmmmmw

of his seebion wers Snsidemtsl to thove of cther segoants
- of the Persumxel Hivision,

6, Resulle,

rourcitasnt sad plapeastt reccrd of this
M&HMdWWMMMM

ooroeSONFIRENTIAL
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by the Sestion Chlef and bis etalf, viss

25X9A2
25X9A2
25X9A2
Retinecemte of ths crganisstion p and
st this i&tﬂéﬁl#ﬁ%’.ﬂ%o&
daragbion an s Sask Chief as well
» = “ﬂv : mwu 215,
Ss arensct and flasece
1. rositive Bearultzent,
SAaffing, ns CilelR recyultasent officer,
25X1A9a mmmwwm um
surees. 1a 2 limited aneumt of
wh olerk-shene is
who is 25X1A9a

aperabing 6

meimnm&m uw
aobivities, hp
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(2) la”:ﬁxm avikacts Lave been
thmwzmmﬁg

(3) A large smber of contacts have been
Wamémmmw
::luhm found for pouiticas difficult

(a) Mw,mmmlhmm
| of ong zan, the lohe
mm Mﬂm; The mm with which
mwmmw agoentusted

R of contnods 19 saintained in NN
WM k by 2im gpd

—pmxwﬂ il tle
use is zade of this file Wy the otiwr , offioers,

mwwmwmmmtm»umm
tieials,

- N W Sgresning,.

25X1A9%9a
25X1A9a

Re Chmresser of woridesd,

mmmmmaa

mx,m » hmmm
hﬂ' ma?& must be appreised
e of sxisting .
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e inen 25X1A9a
| 25X1A9a
25X1A9a
25X1A9a
25X1A9a
25X1A9a ' ' |
m:’m Mﬁw of an ine
often 1o the besls for assigmeent.
mgz} wgmwﬂ;mmmm
peovide for so
2'1 receptienist a will m Tyt iy
istervisws with the | fﬂ' ltm\f
sendiisie. This plin eilt ¢ the wevidoad
o tn talidrg with poorly qualifiea
L4
; 25X1A9a
Baridotysts 1a Other rhases of the guelifissticns
Teview Tapsiion waieh will be disssssed later o,
 Velume of worklpsd, ‘ 2330 new
are reseived, and xsnﬁ.m e

“ ﬁ mbﬁﬂmmmmvm
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5

oy inforesd on 25X1A9a

PO D ST,
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25X1A9a

.nmmmmmﬂmmmt. didal
wuwzsm‘ .

W,MW
Mmmumumzs

‘mu Muww
Mmmmm somb
mmmam resorde for
docusestation of the is referral,

MWMW&MQ{

dtaw.tmus:ﬂwﬂfmwzwmw
™is per=its undee of candidate's
Mhmg& wm mﬂm&r
mmm mmmw be able to
L

The operating office is cherged with thw
m&&w W&WMM&&M
pesasssry to hiring hia,

mb gtﬁn of Seoriks
wlr %;m‘m
& ﬁ%m%m
mm mﬁvaww
reguisitions san
umm he ssesleration of ssourdity

ORI
j&j LT RY ™ u.—NT'AL
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sleareess; tesether with & geaerel decline in susbers of
swch vapsneliss, m%kﬁmﬁrﬂmw

whwawmwmw

t mmmmk *mu%
Wll 213, sm.m-m
wmm Mwmi > c!tht'
v SRjARTeNR, 1D ﬂm

vity. Igteraal ressei mmmm
oither L1 W«h&iwwrwmm

M'
2ot I opiaeisod that thay 25X1A9a

Parecandl. ‘
to revisw Un thess oM

manu that the spplications sre cftem
werthlass wina yod,

B.  aallficablecs dexim.

1. Muutwnmnmsmm naped in personnel
sotion regoets (Yorm 37-3),

| eamstliny of reviewins sersonsel " 25X1A9a
& o ST i
m ?M é ’3#5%. Mg&m ﬁ.ﬂl&ﬁi of
Y.
spproval for cempleting the setisn.

mgmr W16 snployeos
fimnd 1 ﬁ?w g&haM*ﬁ.
m'mmmmMitmm

' wheneyer In saditden,
- m‘:nwmmw
mwmmm

5 m%mwt revies of the individuslls -
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W&MMMWMW
mwzammw%mngﬁm
ﬂnmmmmuvmwmw

25X1A9a

25X1A9a

25X1A9a

25X1A%9a

‘ j wEFYRILe

) o cther m.. uu,num
fa b reguiar flow of wveforrals, xrm,umm
of is inthiasted,

!‘ilaed"
ma’amu amimmﬁmh
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25X1A%9a

2, Prosuresensh Testing astiviby. s
m"g’ww L Mm’lﬁ 0
"ﬁ? it tiae of prosuresend, snd
(2) s oeeded for saidng detter plavesant,
has bown yeco-aended,

ILLEGIB
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elsar-owt orgnisational sfructurs or clesrly dafined
—eons ‘

As Muords,

mmmmmzmmwm. ihen Lhe
povesamil action leaves $he unli, the sard is rescved
ﬂmk&m#%%;ewﬁfih,

M aw the Jowrnal ecpy. Fe
are confrellied in uﬁ ‘Sechbicn,
Mrmwwm wtartmmmy.

25X1A%9a
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& mﬂ«qm‘mumummw'm
bas beep the cause of mueh woiry and waste of manpower,

3e W-

ipgraxizately 85 pavcent al tha correspoudenao
tmtbim four categories:

(L) snewer to Snitisl letber of loguiry.

' (2) mh of forms received in
veply t6 QIS request |

(3) Letter of yejestign (fimel),
(b)) Lletter of mejestien (live prompect).

mwww%mm aii’.hﬂryrn
is of the fellawing types:

(:.) Arower to fullow-wp latter of ine

(2) letver emslosieg mkwal forne 57
mmzam History {tatemtnts to be coaploted
by the arplicant,

(3) Sement to cvatside agwmsy for ree
(4} &tetura of spplicast's paper per his
reeet,

(5) aoewer Yo & lotier of sation to
M“MWWM sust be

oplaioed,
(6) Jajmeblen &
eis of mo allotamsh for

o ST T i

g..l dash lettar is fndividealiy 4 with & sarbon
mmuwwﬁmu@m The
Sniel reviows axd signs eli lettere,
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toplapens § "Gadt had & ver | effo0t on
the asruls M the iadividesis J W

mmwwmmwam&'

sib w&m;;ug g0ty
mmomwm fegratled, s din
hamtinops files mmmdma ervivors
inMumtfxmnjab. "

G. Jeoummsndations .
1, Organtisation.
The saotion should de rvempanised in the sanner indlssted

on the sthached organiswilecn ohart, Inclosure 79, The
aajor chansol Are w-

(W w‘wmwm 25X1A
S sbtachad (See B) for
gm of sorremondenss and sontrol of

1108,
(2) The Froouruest dook stould be
wish the divistonal =pil desk row
in Transestie:s .

Q) mwmum:wmm
?mmm-m»m Felurn
tm%m
(overy 3 or & acnthe asad £iles shouid
mwmﬁa.

b wx;mmmmt
m-mmmmmmamm

his will payalisl the %dmm&mm'nwmm
and euhenpe Lhsir weriing relatisnshipe

§» Inbegratisa of yuorwitaert mm with rest
of plasement astivity.
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3

mﬂv

The persoinal of the seckion shonid be WWW
mmmnumqum ﬁjmwm :’
This will Lavclve -

Roview by sxeculiive for Personael snd
Mﬁmwwamwm

Avaistart Cuial's positisse to asvertala the extent
o whish present llalbatians on pespeasibiiities for

‘mmumwdmm

plasensnt. acdl the abandonmcal of a cpapretensive
sasesmewrd progrun fapely the clsamificstion of these
MM'

B TDw sdainistrelive dulies in the Cnlef's
olfion steuld be pesforsed by & SAP~S aduinistretive
Maistat and & Cafed SlaFlo-slwwgrapher,

MMMW%MMWM
mtt be transferred to Transspticns. OSlerical
personas) resaining in the Frosupresent
mu ibad $0 Shose fow who are nesded for Lhs
qum. telephose and wtenogrephic

iwwumﬁwmmﬁm
This will roquire assignwt of ene placesert assistant
to o other pervommel satlvity,

&  Amiltdon of CAB-1) re¢ruilment officer
FROAIRY » .

This function siwuld be Latezrebed with other placenent
asotivitios,

The last »! gL ettim»w hop &
u\afg-*s japer s@%raw is £ statug,

R Govier of 37-3's shouvld be . m&wmm
muber of ores Louss.

This aotd uid b transferred Lo
wmm
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5. Qeri-Stens Sooruitemnt,

et
re: o

w:, with initiad esetion bringing them Lloto
Fhi baing ellalrated., Thip will abolish tio traneler
aotivity now resuired by Wuih Provureseot and Badget .

6. Imberview Ecpeening.

25X1A9a f Steps stould be 3 Caien Lo
saplenect, fully [ v for Latervios
reening . _
7. Memisition Conslideratlons
As A total lstegrabed plas on px end
plasemted. siwuld be #4 whrehy all requisiticss
ohtalond. of % and

| mm@nmw;m‘m
8. wwmaw.

The preseck pod of keeplng wp to dave oo
MWWMM&M:M::&M to

and ehaould be sonfitawd, ‘lowever, 11 on
d mmuiwwmmmum
within o resasonable bLice Jislb.

- ‘f. aalifications Testing.

' mmv.mm with spsistance from the
- wﬁ ﬁm;"“"iﬁﬁm
Leats s
MW ; "
' mmmzwmaau.

The teste used srculd be sontinuvusly
nnln#ﬁ te deberzine their valddidy, perizeatstlon

MMMM&#*MMMMHW
Sakea, date of sune 1 1s suggeeted for a
spord o4 te value derivec fron shis astivity,

GONFIDENTIAL
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3.

iS5,

Goordinatics wibh [rocureshd,
, mmmmmmrmm
.:..ﬁu

Soordination of irccuresnd w=ith €&0,

'™ mmmmmwmnmmmmwm
ﬂ%ﬂmmﬂmmmmma
74 [ AWMhm:gm

‘ anmm;w paper

: mm@gwwmmm
with alarged cut ant sallsd back altor
m:m’&rghawa&wﬁeﬁ.

Gosrdioatlon of Procuressrt Astivity with Cpersting G fious,

Frocureserk mztymuamw
ted with o coffices, progurcard stoff
dimsuselrg reedd :nd specdfications with crersting
officdals &t frequsct irtervals, Area tease will
provide a auPe facile sews for effedting this

*

lsbernel Plascment .

mzmaum ilmx}.d e given to ostablishoerd
Mamtat%nmm conpicerstion of skills of

W i rind mployees can be ovnsidersd
MWM. Bie will 2llow for a =pe
offeotive irdorral plssesst progrss snd the retentivn of
mmmﬁmw

Serdification of G10 EZapleyees.

Frogurecent showld join fopees with saployes
ﬂd&l&nwmw carti fiestion of GIC explogees
fyom Giwil Servico rogistaes so Uint they can ebtain

parsanert, status,

Asyypreiasl of Activity,

&:mmusy st“f;mn sfotion ulll waew as
m ¢ 19
wmw p«m.l MM m
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ummmamm sion end to Jocste

wm%& 2eblemd of the Prosure-
and pramobion. 1“: wwwmarw
Fersomml Divislon axl M of this section

MWMWM%&;MWMW
whah ompanigational, staffing, snd pwogrs: plamning
changes :mst be made S0 rerlest ¢hanges in euphasis,

'*‘ ' 4

lu
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25X1A
25X1A

25X1A9%9a

dt~ 7

8+ ¥o unit breakdown m m auma!wd for this section,

All seilvikies of the section
of the Ohiad of the mw?.
ing castotant, [N (CA0-

he iireet sepervisicn
{CAP=D), and her act-

e MMW&@Wwwwkmhw

WHone The sisoellansous cliprectsr of the activities of this
- tion s not aprropriate to Surthdr organisstiomal breakdown,

8. Classificstion Sheets,

$0Q-

s Wnile only 12 expleyees are gurrenmtly mplayed in this
the olassification reveal aat a total of 35

individeals are earried on these shoets, which iadicates
that 23 sdditional suployess are sharged te thls seetion.

Four of the 23 are yresently assigned o the I

of U Fersomwl Division, Pour more are assizmed to
oatral regioter wait of tie Commynications Divigion, This still
lswves 17 eaployess who must be workisg seme plase in CIG, but

ars not Resvultdd for oo the slassilication records,

B¢ Dutiss have tmen slparly defissd and responsibilities
for various setivities have been spprepristaly delsgated, The
mﬂmmw:ﬂlmzmﬂﬂw&mwurmrw
She has by finger os sach pperation, but han mecaged to Lres
mmmmwmuafmw@wmnﬁmm All

ployees have bean wall tasined in thelr individual

ats

a8 woll 43 in ons or mors af the other astivitiss, which gives

the flexdbility weeded to Gy om & smooth opsration deepite

shennoes and shanges in arponmel,
2, Problam Reaslved,

A eritien) parss croblen Ln this section has been

in this $AM7 pesitiam,

o. Asstvitis.

1. Control of Actions
Approved For Release 2000108122 - |X'El>pe1 -00274A000100180019-8

olved by saapension of the assistant ondsf, I 1+
not 104 that abe will msturn to the seotisn, When
real.ms or L= :evkinated, NI b placed

GONF 'DENTML THCLOSURE 45,
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t Pivisional eamtrol oC personaal aations is maintained by 05Y1A9a
s who reooRives sart tise ase 25X 1A03
W frem a OAF-3 cleri-trpisy, I

Be The processing of the 37<3 does ot start st e desigmat.
od pointy but is intstally gma-d Wy {1) Transsetions snd Rsow
ords, or (2) Procuressnt, dessnding on whlch reselives the sstion
Tirat.

§» Cosfusion exists a8 to whin and where appliomt's Jagket
changes inte sxployes's Jadket. In sawy instances two Jsckeds on
o0 candidats are in existece,

4. ¥ prevision is sade on vauting slip far sontrodling
refurpal t9 secarity or InWria referrals to Uivislon Chisf, Ta-
stead, Prosurensnt has a separate contrel for these deviastions.
Frocuressnt duplisates Trassastions is eontewlling flow of setion
tirough Clasallastion, Sequrity, and Uffice of the Chief,

9 Confusion alse exigts whoy setions are sampelled, #hon
uﬁ%hm&lﬁib!@mwmmr«m@mwom 1%
has provicasly hoan,

e ppesent prsotiee of minngmammm the a-
p-s.s nmmmmmm@mwammm
faxiem singe tho case 1s closed ogt as a dsad file and asy be
resurrestsd for further shepping when an aspleyee 1z sotuklly
weriting in CIE,

s To mn axtort of recconsibdility glven this wmit, the eon~
el bosn affective,

2. Appointwent Frocess.

appeiniment oler (CAP5) _ asvotes
i %0 s scsivig iod 13 anfma time by idse
w'-a eleri-typist. In addi:lon, two amt-wmm {zare3)
full tiss to preparati-s of appointosnt papers,

; ™he apooiatment olérk is fezpensible for cheaiing with
Mﬁmﬁm when 50 appropriste position has been sstadliished
for the insusbent ard for 9 g sush csses to the attention
of the Chisl of Pvmmii Rivisio urm wﬁ;;n wgm to
bring the w exployee o, s funds, addition

'vimwMQMammatmmwh
9% & matually satisfactory dase for entpauee on duty and to
infors them when candidate ‘s brow: it in on spsoial funds,

25X1A9a

25X1A9%9a

s Prior te ths tinme § now esployee reports, all necessary
papers are prepared, Than e reperta he 1s zivenm the pspers to
ssmplate, Tile he is £11] ng théas out, requests are prepared
for obtaining hls credentigis snd his iserary is typed wp,

Approved For Release 2000/08/22 : CIG&NF’I‘-@EW 0180019-8
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This proosdure permits orderly and | Mmﬂt e new
snployes, T sfficiont ny agesent o  tals propuss and the
pissssnt manwr in wilch tie candldate is handied gives the new

amplayee an agreeshls first impressiom.
ds Alter the candidate has besn gworn in, Lmmediate staps
are Takem to prepare his fanfold and wmmﬂ; document his

s I the ease of spedial Tuads appointments, the candidete’s
e prepared, ziven 1o the ocandidate when ha reports, sud
e tien takbs then W in spesial funds shere smplayment
regopds of these smployees are maintaired,

3. Haintensnes of Status Becords,
8¢ A CAPL glovk, R =oiotoins these recards.

Be che initlates requects 1o ‘ormer agencies for leavs reo-
opds of row exployees, and :hen these are rotuy pasords date
of last pariodis increase prior te forwaprding to Finsmoes, (This
sotivity will beco# unmsess:ary in the nesr fature whsn the
gowramytewide procedure @ traveling personnel felders goss
into effeok,)

8¢ 5he alse prepares gll pepers seeded for journalising ad-
sisistrative iuogreases for CIO eaployess, Thase actiona are la-
mdiatoly referrad te Finame wlthout interssdiary revier,

mmum, she myinbaing s parsopal servies cardex
star of all woucharsd wpleyees and answors all status
mﬂm raised YWy ewployees, :

a ™s smployess! Tiles are saintained by two UaPw3 flleg
z2lerks, Theae clerks also saintain a change of ad-

m file for all 010 exployees,

he Divisional Hall Contrel. .

& A CAM2 mail olark is responsible for sorting and de-
livering all mail coalng iswo the Tsrsomml Diviglion,

Be Bne saintalng & caml eontrol filed slphabstically by naue
ot on 311 correspondences reveived, The only reason ziven
for saintepsspe of this fidp is te assiat in locating papere which
aay bogoms lost.
5. Naintadning Mammals of (10 and U3C Huls: and Aegmlations.

8¢ The ihree meil and records clerks provicusly mentloned
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oep all CI0 and 030 sdminds trative and regulatery samuals up to
datn, Thoss sanusls sro the caly sots aaintained in the Parson-
ulfl Myipion and are kept for the ugse of all dlvisisnal person-

6e¢ Retiremsnd Aooords.

e Duping the course of th¢ survey arrangements were sffsct~
od wi the retiresent recomds of all CIQ vonshered personnel
wore transferred to Payroll Unit, Finanes Division, for subse-
quent salrtenanoe, (JSee Bhibit A.)

s The only retiremsnt funetion swill with Transsctions in-
volves recenciling old 058 and S3% records 1n which & 317,000

‘ mst b8 rosolved, Assistanod has been provided by
Civil Service Commisslon %o arrange for the traswfor of all ro-
tirement sstivity on 480 records o the Q3C,.

. Omm CAPeh olerk, will ba withont work when
thw transfer of all 38U re¥ has been effected,
I dicated that =8y taks an Overnsess
assigneemt or erhaps could be PR 4 to atay in the seotion

4L ahe recsived a new assigment.
Te 0SS and S8U Plles.

B¢ Movivity 1s mow under way to liquidate 005 and 35U reo-
ords whloh are now housed & this ssotion, Ac NN =~
B ave e tice, ©.ase records are being closed out.

3.. I (s ca)iod upen to furnish information frew
: files quite frequently, At the sresent time this liguide-
M astivity eonsumss valusble isme, sguisaent and spage.

1. Proowesent Corrdspondsnce and Regords,

& The recemsendations previcusly mads to tranafer the core
respondenct and records fusctions of Procwrement to this seotlion
will {nwolve esyptaln changss in sxiating procedures,

Bs The two uail desics will have to be euvnsclidated,

(1) 758 sall olerk should disconiimue making
35 cards for sontrol of sach plese of correspond:

(2} FProvision should be sade for direst distribution of
printod issuances from the comsolidsted divisional mall desk,

_ Thle oould be achisved by ihe administrstive asslstent L the

Oninfts of flee compiliag 1liete of resipilents of various docu-
sonts and tarning 1ists over to omil slerk, s would

Approved For Release 2000/08/22 : CIA-RDPG1GGNF\I“EN“'(‘(A‘;8
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slimisete Mt all W;ﬁl‘s of sach issuances as the tale-

phone direstory to the Chisfty offics for distriution frem
hare ., ’

The correspondence notivities pertormed by I 25X1A9a

appoisteanta shogdd be incorporated into the oomsoll-
aaw sorrespondence [rovedure,

‘ Tiw presant procedi2: of Lhe progureasnt corpespondencs

and Tiles wnit recommanded for trgnsfer o Trenssetions should

be mpplanted by the mgw attached (Basibit 7)

and should be iastalled Yy 25X1A9a
8. The coafusion now &xisiing regsrding conversion of ap-

plicant's folder to eaploywn folder should bc nizinived Wy mw~

gration of thls activity imso tiw centralized proowdurs,

‘g Swps should be tain to transfer permament personnsl
of Prosuressat corrsapendence snd filss unit inte Transace
ons and so provide such gther assistenge as may be
aseded %0 maintain the recgrds, ¥niil the cleriealemtenc posl
is disselwd «s a physieal entity, sueh ;wrsmi ghould be uped
fer te typing involved in ihe carrespondsnsge preparation rather
than sasigment of permarsat sspleyeos,

2. Peeltion Contrnl,

A positioca sontrol srevisesly mentioned should be sstabe
a‘aﬁm and b maintained pnder the direction of
A plan for $:stalling and saintd ning the posie
Mon sontrol Ls attashed ($:hints C), togetner with & suggeste
gmpreggém for the flow ¢ astitrs %throush this control (%
t D).

by This will invelve $:e tracsfer of controls (particularly
seeurity olssranes) maintained by Procurement %o this section,

$» Ti® position gontrel w1l imcerporats the pesition con-
trol Dasection now aaintaingd in the Classification Seetion,

4. Centrol of personnsl osilings will alao be maintained
through the position sontrel systen,

& Twmdiste considerstiion should be glven tos

(1) Previding cempotent staff to perform this fwoulen,
‘Ons CAP5 with u CAPel asstutant should suffiee.

(2) Transfop of oms position (CAP-L) from Classifiea-
tion o this seotion.

(3) Revision of 37-3 control prooedurs so that 1% wtll
Approved For Release 2000/08/22 : CIA-RDP61-00274A0001 MRL
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integrate with tils new contrel.

3. Dndusticon of Unvoushored Fersennel.

&+ OComsidersiion should bs given to arrenging for induction
of uovouphired ersommsl through Porsgnos) Dlvision induction
M!‘; "‘ ’

he Ildguidation of 38U Filss,
e liquidation of £330 files should be sscheduled to insurs

“dissolution. T stould b ziven &l posaidle ase
sistance 1n clsaning this wp.

§, Review of Claseifieation of Chiefts Job,

as Twn the position gontrel activity and Procurement's cor-
respoodonsd sad 1eoords haw b0en assimilsted inte this section,
the positton elassiftostion of Cnfef
shwnld be reviewsd considering the
Sinn,

Approved For Release 2000/08/22 : CIA-RDPO@"P{BEW':Q-S
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QL BBiPICATION aND SALAMY AUMINISTRATION

t/0 preposed to Civil Survice Commission providsd:

heeietant chts  cap3

2 Class, fechnieians CAPwll -
2 Class, Boonnieflans CAPS?

Class. fochnicians CAP-]
Class. Clk CAP-S
Secretary CAP=S

2. 030 Appraved Nrades

elassification plan agrroved 9y the Civil dService
e—*‘mmwmwmuw«umw, but Lo
aluded an additional CAP-)R positi{cn which would be responsible
fer siministering a trainisy program for tha Parsonmel Divislen
snd would alzo be responsifis for developing standards and speci
fications for CI0 positians,

B+ This plan alse provided for *ia"sbhls Joba of position
elassifiars at grades CAP-I, 9 asd 7, for classificasion clerks
atMﬂﬂ‘-Smm-h,amrﬂm 8t CAPd, and a clerk-
stensgrap ey at CAl-k.

3. Present Oprrating Orgamisatien

™he oparating orgamisation is under W direction of a
w-ﬁ ahisf, He 1g ;swmﬁthr rogruiting for a
CAP=12 amulst

De The CAP«l? staniards, spediricatioms snd training posi-
an is presently eneusbupred Ly who L= sctual~
1y performing she usual position dlassilicatlion dyutisa,

4« IR 2s oo tly organized them into thres aves
teams, snch tean bheing composed of a seniar and a junior analyst,

and responalbls for the alﬂnimutim worklosd of speeified of-
fioss, This tesm growping vas pat into operatlen as the Inltisl
slassification job was Mam.

8¢ A CAP-S5 classifioa¥ on glérk serves us administrstive as-
sistant for the sesotion, awtl a Cil-h clork helps ber,

£+ Bwnographic duties are performed uty & CAFe5 secretary,

Approved For Release 2000/08/22 : ?IA-R?Pﬁgﬁ.i_m:HOMSOMQ-S ‘
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B,

Ce

I, v i5 presently
!ﬂ.h, ey m mmm%.
pool assigmee,

o  Whila the position vlassifier jobs osn be 14'd, ur,
indicatad that he wes relactant to bring in sdditional
staff wedil the workload sstilsd down and he could derermine
the sise of e contimning worklosd,

carried on tbs ateno |

1. Charseter of Direction

mm«xaémumumm sahedalad the worklosd with
fixed dates provided for empletion of the assigmments,

s o aspiets his stefl in initial megotlstions with the op-
arating offices,

s ALl cl-ssification sneets pregered by his analysts are
re od by his prior %o swualssion to the Civil Servies Ceamis-

sian, From this day-tdikdey review he is abls to asssure progress

and adimyense to preseribed sshadglss, He {3 also a«bis to pive
{medists assistancs when & ffisyltles or misimterpretations oc-
Sule

de At thin point the Ghisf of the Section is consideratly
burvensd with details of eperation, In sddition to hls super-
vigpory fungtions be porsobally eonduets the majer portion of
magotiations with epaerating offious snd the Civil Serviee Cos-
sission. Also W hasy jorserally handlef reviow of all person.
m) astions {or classificagion clsoramee, In addition, be has
M%Muamhmmmdrmmofma
ponitions.

&4 Mugh of this aetivity resulted from nis inablilty to
rooruit sn acesptable assistant and his desire to aset seheduled
deadlines, Hewever, this hmavy workloud i too mueh far one pere
som to sarey indefintiely,

Clins of Fopsltions.
s Velwms ) *

A1l veushered positi ons withis CI0 xre sabjeet to the
nquﬁ-’nh of tiw Classification Aet whieh entsll sstablish-

monrt of slassified positions approved by the Civil Servies Coa~
sission,

% Bo s plicanls jobs Bxistsd at the thm CI0 was sstablished,

1 working within OI0 wer: carried on old 357 sheets, or
o umamt famis, Lagt August, when separste mpproprisiions

Approved For Release 2000/08/22 CIA-RDP61-00274A000100180019-8
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and cellings wors coniomplaied fop CIG, 4% becane apparvnt thati
all wvoushared pesitions nust be elas=ified,

i iz involved clasgifying over [ jove. ™» uresem
exlls for completics of the Lnitial classification job
by 20 Mareh., Prosently lll positions nave beon olassified and

m sohmdulsd completion ds.e bas boopn sdhured to with the ex-

sepiion of a few posltions in ICAPS, Advisory Coumsil, Security

Bransh, and Spesial Opsrations. A roxisate {y B.3 mitiw

par analyst are cosplasted weekly,

The adiwrence to the preseribed scteduls and the fLe
proa ande thus Lar tawry to the industry of thig staff,
indicatod that his esuld not have been asccomplished
b may hoars of volumtary overtlise,

2. Promsdure

Pufore any Job shedts are ;repared, ihe classifloation
' meaty with the operating officisls md together a tentative
W is ‘established, This 3/0 is $hen submiited to the Adviser
for Namngoment and the Depyty Dirsctor for suggestions and con~
surronse, This approsch 1§ sourd in that it permits overall
plmrning, saves drafting t&oe, and forestalls saking sommitasnts
which ashnet be mst,

%M%W!famhmw y position deg~
ons are spepared and subeitlad to the m Service Come-
uisaion,

o AfSr Comsimsion megotiationg, the T/0 aa revised by Coo~
nuéu aotloa 1s agein sumitted to zb Adeiser for Janagemsnt,

and wheg approved hy Niam becomss tie offiefisl frszework within
~ whioh tw sostasplated activity will operats.

M&M g’mwwyﬁm i "’i:;? A ﬁﬁim—

S or=s:ion sabmit by opers
officiade. In aany cases Glassification analysts must tell the
wparating of ficlals what kinda of positions they need to cos~
plete an organisetion plan,

_§+ ALl persemmel actiens are now gant to Classifioatlon im-
alter receipt of whe ae$ion Ln he Fersommel Division.
the sxpansion period, tals revisw hes been particularly
um&mi in devermining 1f an gprepriate position hse been ag-
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tablished,

Be HNowaver, in the near future whon the bulk of the posi-
tions huve been established, review will be primarily fox purw
poses of detar:iniag 17 the position is opersting in the smasper
Goporibed Yy the classifiogiion sheets Alse the change in ine
cwmnoy of & poasidion azy uffest adjecent positiona, THE réw
visw of the persciewl sstis: will crovide the alue nesded Ly
Classilication in 1ts coutevl funs:lon over cperailon of estab-
lished pestticons,

2+ Bxteomt of Review

5 Binos 5o aystem of positlen eoutral hme been in o ere~
Won in the Personnel Divigion, the classifisation review of
the pergermel agtion has t9 sooe extent subraced both orgsndsa-
tonal and classification yuview,

Bs With the estaulisheent of the pogition control inm Trana-
sotions, only astion ufring elassification review will flow

i. Progend Aetivily

Yo date very listls activity has taien plees in this aras,

Ve besavy slassificativa laed has pregluded inftisting any com-

prebmngive progran, The sgtivity performed has besn on an infor-

wil basis beteeen the Sectlcn Chia? and NN Fresurssent, 25X1A9a

3. ¥ithin the last week infermal digcussions have been held
with the Smplayes Relations %o ceerdisate astivity of classifica-
i o standnrds with Daployee Relations astivity oo svaluating
Job perfeormarwe,

e The respensibiliiies relating to this function set fortn
in Job deseription have not bean porformed,

1. Class Shest Files, Fowr saparste files of class sheets are
mintaionds , .

8« ) oardex file whioh is arsanged crganizationslly Wy posi-
ion with maces of inoumbents atisched sarves as this asotion's
poaition oemtecl. ALl porscmel actions ars chegked agsinst
this £1ls and lacusbents nated,

(1) However, this 7ile doos not give an assurste plsturs
of inowsbensy of the pepitions. For exaipls, 35 persons are
eharged agatnal ts posttions Lo NG

Approved For Release 2000/08/22 : CIA-RDP61-00274A000100180019-8
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mmumumwu this section, Also
9% individuals wre ghests of the clerieal~

25X1A9a s\enegrapiie M Porsonrsl Report shows
66 tadividuals W b this sctdvity,

M ssrepanciss §ould b lained hy fallure 0 take
t-ﬁu-\w:u-m m*gmtzg&hhm
o the elsss shest of spereting office,

{3) Transfer of this activity %o Transsctions as recom-
aendéd in the sstablispent of positicn eontrol should cor-
M heee insccuracies,

‘Purens mmber £1l8, ALl Job sheots sre srranged saserical-
Iy bW bturosn muder, My roquests a:e regeived froa elassilise~
tion smalysts ond placsmsnt officers by this mmber, A saster liast
shows the buresu muber, t331s, giede, orgenisstional breakdown
mmwuummmmmzm

8+ Orpnization fils, All elass sheote prepared for specific
areas are £1lsd togathar, Thuls yives the analyst an opportunity
W analyse the job in guestion in nlaumhﬁ.p to related posi-
tions in Uw same oraanisstional upit,

%;M*'ﬂ.ﬁ. Ao mwahuﬂMMMﬂmrﬁ—
ing Yo oscupationsl wrea, seriss, musber and grads, This
ammmmwwwmmmm%mﬁmwm
comparabls jche in other srganisationsl areas,

2. 0Givil Service Filus.

& Th Civil Servies opoles of Loth clase sheets and fanfolds
are sainteioed in this . Jan of CI7 rather than in the 0Ll ter-
viss Comsission because of tie miw ocopuiderations, This file
is malntained ‘NN == i 2204 Ly Bim in his analysis 25X1A9a
of CI0 pesitions.

3. Use of Classification Shoets,

the job ghost serves on® maln purpese, nasely,
with 030 yequiressnis for dlassification, Omly one
Wmam«uwma.mmm. Just
reountly ot sony of sach shewt ks Leon sent to Progurcwsnt for
resruitadnt and placsment pe o %o provision is now sade
for the Jjob sheet for tion training of new emplayeos
Sor i WmMW'mefwtm
m uﬁum

b Proseatly clasy sheet is available within the 25X1A9a
operating ef ive, ammwmwypmmwﬂin
them oné cepy sestime in the futwre, A gyetem for serdding a copy
of the slass shsed 30 the oporating office should be ismediately
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inltiated, Adainistr tive officers cannet do an intslii ent
Job withent them,

s Presently the incugbant esruol o8 hls job sheet witheut

al pawrsalssion of the classifi-ation hzad, e cannot copy
the shest without yermisslen of the Chief of ersommel, The
ouly lsgitimate reasen for this restriotion is seeurity, It
might be well to sxplero th> need for thess rostrictions as C3C
megalations speeily that iscesbent should heve acosss to his Job
sheet at all timas,

Fature Activity
e Job Classification

: Afver all vouchered jobs sre sstabiiasned the charscisr
of this work will shange 1o some extami, but should mot deeoreazs
in impertanes or staff tine requiysd., A grestar propertion of
staff Mmoo will e apent 1o surveying the operations of e job
and less i will Ls devoled to drafting.

2o I sntioipateg that all Jobs initially established
and subseguently encusbered will ssed to b surveyed to deter-
sine if they sperate withis the dutiss apd responsibvilities set
forsh in the desoriptions,

8¢ Changing orpsuisational structure, shanging progras
suphasis, snd tarnover in psrsom®l wiil all conteidute to the
meed feor continuous readjug asnt of established pesitions,

2. Standards and Jpecifisa ions

As the organisation setiles down lncreased sttention
&o& e given to dewulopment of seaningful job standards and
specifications,

be ‘This is wrobably mers fmpertart in CI0 than other agep-
eies because the wniqueness of the operations de not permit cesm-
parison with standards and speeifications fermulated by the Come
sission for other agencles, )
1. Orgenisstion and Staffing, The section should be organised
and staffed in socordance with obart atisched (Imclosare 9).
Hajor chanyes from present organisation wre: '

Posttion of CAP=)2 stendayds, speeifications and traine

ing faliet Do abelished, and srosent lnouszbent be oharged
8 the UAFwll posltiom clagsifior siwet, ,

(1) The establishment of standurds xnd speedfications
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can be moro realistioslly performad by the area tosus,

(2) mmg favot on should be performed oy the Traln-
ing Bestion, _

(3) Ome pareon mdoubtedly should carry respomsivility
for poppdinating develgasnt of job staniurds with Procures
waty Mployes helaticgs, and Training, IF the Chisf fesls
that rwithor he nor g assistant shief nave the time %o
glve this astivity, 1t could % agsipmwd to a pnlor posie
Won classifier, !‘uﬂw»e this fanction, tommther with temm

adiry for a 41f7igult operating area, would warrermt a
CAPW)2 elsssificatdion,

Eimination of all vacsnetlos with the excepiion of the
assistent ehief, mntil the condimging woriload of ths ssotion

8+ Tramsfer of one CAR-L clagsifioation clerk pesition to
Transastions for saimtenanse of the pesiticn control,

Pall activation of taam plan for servislng the operate
ing olfices, :

2. Assistant Chief Vacaney

| & Dramdlate astion shpuld be taken to reeruit & top-flight
assistamt for the CAPl2 Aspistant Chlsl wacxoyy.

» Thip i3 nosded so §hat the Chief gsn be relieved of oweh
of sdministrative detafl he new must handle personally. M
should b fres to alfect clprohensive progrss plamning apd co-
ordipntion of his ahop with other sepments of the Fersomns]l Divie
slon, '

3, Perticipation of Gperefing fficials
Efforts should be geds to evoke nors participation frem

YW eperating officisls and administrative offoers in thw prep-
aration of the job sbeats,

Bbe Requesting that inftial drafts bs prapared in the everai-

ing office night offest this end, This would fored the operat~
offieials to orystallise their thinkdng on itholr programss,
etives and staffing usékis,. |

ke Revisw of Feramesl ictions
s The Chief should delegsts astivity relating to clsarence

- o p Wl wotions to thd sanlor sowbors of the sppropriate
opsrating toams,
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5. Position Contrel GONHDEN“”-

‘n!. ™he sstablishesnt of posttion sontrol in Transsctions

far to Transsotiors the review sotivisy performed Yy
ssatficotion on versonal actlions to see 17 the astisn is in
conformancs »ith estahlisher or:asi:ational and elsseification

3o Classifiention w1l be respossidle for the sore diffi-
- gukt task of resolviag disdrepancios which have been detasted
Wy Transhoticns yeview,

Claspification amu asquns responsibility lor asalst-
ing 'K ths sstablizhment o =2aintenance of wiﬁm aontyol to
thw sxtent set forth in the attached ghn;

6, Job BStandards and Speoificatiome _

Be Affirmative sotion should ho taken Lo scordinaie Clas-
sifiontion's ectivities in veveleping job estandards and specifli-
eations with Precureasst, & telations, snd Traiming.

T, Classifics:ion Shests

8« Clsssificatiom snests shogld be developed in sush &
saxsr a9 4 b uwefal for proouremsnt, training, ead performe
angs evalusiion purposes,

They snould alse be availssle to intarested pérsons o
t aB sxtant as ssoupi iy restristions will permit.

CONFIDENTIAL
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25X1A
s A undated wgmimiml plan provided for only three
nﬂgm for this seotion = a Chlef at GAF-12, a Counmeller
8% CAP-9, and & secrotery &% CAP-5,
2. OClassifiosiion Plasm,
8+ The plan under which the positions for tais mﬁvzw
wepe establishod provides fory
Sniat . CAP=-)2
Wc Mn& CAl=]
Perpomwl Relations Clerk CAP-5
3. Pressnd Jroandimstion M ﬁufﬁngf 25X1A03
25X1AGa Pregestly on dag § :m ﬁﬁm Ghic:‘u;t
W ng hnlotan;
25X1A9a “ !!L-; llor, An action is now
nu?g :a Mag in at au;;z Asslatant 25X1A%a
w4 assistenee is provided by a CAPe] poal
mw of & slerk for this seetion,
tatep that he does not antisipate any
25X1A%a Mgrwm sath tize as opsrations wArrant €xe
ansion,
i. Pregrea Flan.
, Within the snort tipe that [N has vesn on 25X1A%a
e ummsmmmmmmmmm
dotall the seaps of the pregram, and ssthods and procedures Yy
© wisigh it will be affected,
2. Assigneents,
8 5% has glven asaigmeents to his three profsssional staff
.abgc which fall inte thres general eatogories:
1) Depleyes Telfars - 25X1A9a
it} Sticdency R&ﬂm
3 hmaa; Rslaiion
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1. Seope,
All astivitiss in this gategory center about the individual,

It ssrvicss ars spegifically desioned to help the indlividual
saployee resolve his persemsl protilens,

2. Oounpelliag,

This is usioubtedly e aeet oiznifigant aspeed of this activi-
W  Pour di7fepent eonditions will require this servioe, :

A+ Grisvanes Cowwsllipg,

(1) An individual with a grievanes sbout his working en-
virogaeat is given an epportuity ito ®"get it off his shest”,
The sommaellor will fellow thpwough te obtain and to veprify
e pralisinary facta, If it camiot bs resclived in & perscnal
sonlerenc® or 1f it lowlves busle mattars of parsonsal or
agondy poliey, 1t will Be turned over to the Assistent Ohief
far fartinr astion, Nepever, if 1t can be reselved through
s Asforcal eonfersnct vith a saall mmder of interesied por-
soms, it will be dispessd of Wy the sounseller,

(2) Listls ococasior has thus far arisen for thls type of
Wmm

2& BOD Counselling,

(1) A1l new saploysas will be interviewed as a part of
entranee on duty indostrinatian. The purpose of the iotere
visow will L8 $& outline the sersiges tm; gan provide its em-

ployess,

{(2) $inee the EOD indectrdinasion proosdure has net as
yot oo activated, thip sotivity has not been imitiated,

| 8+ Interim Counsslling,

tl} 413 sxployeses wishing couwnmslllig on personal probless
be encoursged to Wing their prodlems to the couaseller,

{2} ®nils this sepvice ia empmtiwly new, a saall
triskis of awployess iz zraduslly finding nawww -
plapes Belations Cf0les,

9“' Fre-iigit Intarview,

(1) this am«unm:mmdmm lsast a week
prior to the amployssts lant &ay. The reaseus for lesving CIC

employnent will o noted, This & mmlvm

Approved For Release 2000/08/22 : CIA-RDP61-00274A
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in with parallel astivity of e Jecuwrlyy Division,

(2) Tals proosdure has been disousavd with the Sesurity
Pivisisn and cutlined, Howesver, {1 has aot &8 yet besa put
inte speration,

3. 6ivil Servies Zassinstions.

.ﬁ Acnouncemsnt of exmginations ia of convidersbls intorest

w saployees, This sedtion agsusss respomsibility for ob-

mmswmmmwmmmgm;mmw

W belletin boards located Shroughout the sevoral CI0 bulld-
*

It aseiote the saployee in preparing his spplisation and
3 all CI0 spplications tharouch its sstadblished chaunsls.
This is of assistane® to Lhe esplayes while al the same tise im.

plaments the agenayts seourity pregrom.

g;. In somneetion with this servies, this wnit plans to
all inguiries oo individual Civil Servies status,

ke Oroup Bospivalisation, |
i All growp bespitalization astivity iz presently handlad

- ‘i m, plans ars being developed for dseentralizaiion

WWH and sollsetden’
aisrks be Wnud. 51 mpervise the

setivity, weosive (he gollections from the uilding treasurers,
and will handle all transsittal and megotiations with Oreup
Nospitalization headquarters,
5. Persomal Services.

Advios snd aasistaned on mattars of housing, incews tax,

A wlfare fund with an isit al lean from 33 has been 83«
Saall suma will bde loamed to Lalividusls on & shord-

vy nemeintorest bearing WBsis,

s Plssussionz have been held insident to z‘m»g & aredit
) within C10,

An lotresagency complttes has besn sstablished to advise
activity.

‘0 Drives.
Tais seotion also gerves as e point of contect for all

Approved For qum&? ﬁiﬁoﬁﬁho&ﬁﬁ%’iﬁoﬁ%ﬁ’%‘m from
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010 seplayess, 7The drives ars orgenised and administered by
s growp.

7. Orgamised Resreation,

8 S$imee CIC policy feruids mgengy sponsored resyeational
aotivity, » provision has boen mmie for eprration of sweha pro-
gram, ,

Approved For Release 2000/08/22 : CIA-EBE61-00274A0001C t,

+ Bowever, employses are adviaed of zoverrmstt-wids regrea-
ﬁ.oﬁ Mltﬁ.:n throuzh aciioss posted on the bulle tin bosrds
in all the bulldings,

5. Affisim :
1. Presemts Activivy,

8, The cerrert prozres for siministering efficiemsy ratings
. 48 now Wnder way.

B AL) veushored szpleyses are belng rated la sonformanee

with the gensval procedures estadlisned by ths Civil service Com-
miaston, Tis job is schedvled fur completion by Juss 1.

2. TPutere Aotivity,

8+ Plans are being deweloped to establish sa efficlemay ret~
ing systss Lor anvonshersd parsomnsl,

' z A saprebensive pre;ras Cor developwent of uniform pep-
- gtandards whioh can be eontl y used Lo Svaluals an
auplayests performance is also plenned,

(1) tais will invelve the develepment of job mﬁ:}.mmts
ia conjumilon with thé indlvidual superviscrs, so that te
saplayes will kaow shat is expeoted of hiwm in his Job,

{2) Taias plan condenplates speparstion of wnoffizial rate
inge svery four aontle,

$e Ao offistency rating pelicy commitise has been extablished,

Alse sffieisney mag eserdisators have bess named for each
of the spernting offioes %W assist with admiristration of the cur-
mnt retiogs.

| a ,
1. Oontent,

Approved Foliee STUS M%ﬁ%mmwmiw
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Wons which invelw of suployees :Wuuw
o farter poliey 4 nat ion, » poliey !

™S Assistant Chief #i1l %o respensible for persomally
d-c the sparating detalls of this sssipmont.

- Grlovanoss,
will b& galled upem to investli.ate sad to
1 griswcoe zatiers which canuet bs settled

MM
wmap Jeigeeat. 5s will be respossidbls fer

mm& mmmm;mmu assording te the proom-
dure gutline by Civil istrﬁu regulations,

3+ Rwployss Groups.

&+ A1 segotiations with wnlon or veteraa group deaders ao
ineluded {n this szasigmaent,

Be Thus far no contast has bYeen ostablished with sueh grou e
h. Disoiplinary Cases,

o £ SO s e 2
o e et " s mey Srodive prepeting fof ead.

partistpeting in hoaritgs spd oivil suits wnlch ssy arise frem
sosh satdcos,

810 will slsa be ealled qpon 0 partisipats in say sadh
actions Lovelving 380 actiopa which may be reopemsd,

5. layalty Teard,
will serve on & propesed layalty tosrd as &
g saber, mmmuamarmmwmm-
erpretar,

z lt will slse e called on Lo represent the Msraoapel Di~
1a dealicge with the desurity Division on matters affect-

ing seourity eoxplianes by eaployees,
6. Interpretation of Sivil Jervies Rules and Regulations.

A2 cuestions frem a1l CIG eaploywes invelving interpre-
uﬁ%: of Givil Servios rulss and regalations will be directed e
this wnit,

» Workis: 8«:&1%.

& It is plameed tied §oraoneel Relatlions will be on W

IDENTIML
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alart ¢9 note and to pegotiate for lmprovemsnt of xieal work-
ing conditions withim Y0, whenever necsssary. s activity
will be fseidental 10 1te sthor sotivities snd will be sttacked
fyem a safety snzinsaring viewpeint, '

8, Pressnt 3tatus,

' ) has thus far basdlad Lo small awount of
personnel rélations aotivitdios »hich thus far hsve been under-
ekn., |
’ actirity 1n this Meld {3 antielpited after iér,
arrival,

Bo further staffl be recraitad with the sxoeption of a
1 ot olerk until thw present stafl scan Justi{y expansiom in
terns of asaningfel operations,

Re The CiF<P Smployes Counsellor positlon should be frosen,

2 Porsonusl Telations Clerk,

Approved®Fot HEYASY it BRPAPT 8 A B 00274A00010018001

8¢ Then hired, thw Perpommwl =a2lations Clerk should be as-
signsd all detailed duties conneeted with bulletin boards, Civil
Sepvios annoupommants, drives, sta., to reliove the CAV-T counpal-
lar for counsslling work,

‘3. States Inquiriss.

Amsworing inquiries oa ind!vidusls' status duplicatss s
servios perlformwd in Trasssptlons,

b faploges Balaticne activify should be coufined exolusive~

" iy €5 interpretaiion of procedurs to e followed by spplicant who

wisheg to ubtnn indafinite Civil Dervice status,
ke Job Raguirsments,

§e Toe development of Job requiraments and Job standards for
afficlency rafing purposes puts into the work of Procursment,
Glassl oy and Tralning. Mefore ssbarking om it (will mot be
started wasdlil June 1) tie meeds of and assistancs £ram Procurement
and Classification should be explared,

Bs Also the degres of participation and sdditional werkload

of operating official should be deternined and weighed in relation-
ship to valus he will deriw, ‘

CONFIDENTIAI
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&« The Chief of Zsplayss Relations who is quite new 10 his
J%M thst thus far 3¢ had not established any contasts
with repressntatives of enployess’ groups, although he was quits
W s wore orpaained within CIG. Contagts should be

and such groups should be enscuraged to sulmit thelr
WWWm unm iﬁmuﬂym

$. Inonirivs on Civil Sarvics Rules and Hégmlations,

J ™ propesal to use Zsnloyee Ralations ss & cloaring

of isguirios en C3C pules and re.ulations showld be explor.d
0 daternime how woll 1t om asnswar questions frox othar sreas,
$+8., plassmant, classifica:ion, transactions, finance, and TEC
aan relinve m sestiore of this chere or if 1t rin Jost du
pliests work they will alse be deoing,
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‘lh'_ has not been activated and plana lor the
progran are sostwhat nebulous,

1. Orgsnisstion Proposed,

™e Ferscumel Divigion organisation caart shows a proe
Traizing Section with five positions: Chisf, P=§} Ae-
sistant Chief, Puf; two instructoss, P=3j and stemoy r,
CAPb,

The positions have been approved by the Civil Service
¢ at the afs CAF levela requasted (CAF-13, 12,
9) sumept for ths s‘suosrapher, whlch was aoproved ab TAFeS,

2. W Organisation,

8 Cnlsf of Trainming Sectien Ci¥ell
Inmtruotor car-az
Instructor
5eenagraphsr ' cw-s

+« Two inetructors in additisn to the Chisf are adequate,
an present neuds. ,

« The Ohief and the {rstructors shall have the responsl-
W1{S of dewwleping tralning prograns and saterials as well as
sotarlly corducting training sessions.

B. Iraining Program.
1. Prepossd Soopes of Traiming Program.
e Oriontation and indcetrinstion with special atisntion
% p 1 ynsssizned in the persanmel pool. Speoial atten-
tion being given to security and organisation indootrimation.

bs Stenographic, clerical and seorstarial training, prl.mx*iw
the areas of office prastioes and pysteas.

iy

in

8 Hansgesent training for sunsrvisors and admindstrative
personsl, '

d¢ Om the Job or support trainimg in fmtimi £ields,

8. Development of such instructional yuldes as are nsoos~
sary to swpplament specifieally individual training prograus.

t and stllisation of tests in conjunetion wih
0003005 8051 Sear® o= =
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be used for amoerstaining abiiities at time of precuresent; as
an aid in maiing better placement, und determiming tralning
m«.

2. Development of a-rﬁnm rrograi.

Bvery phase of the trainisg progras zust be develeped
and ﬁumua in ooopersiion with the opsrating units of CI0 whe
havihg a deminant interest in the activity conserned,

m Priorities for the developuent and oondust of the vari-
of the program must be worked out Ly the Tralndng
Mea in umm with the total traisning needs of the agen-
Q‘o

!'lma sad operations of ths asotlon should include con~
swluation of the rem:lts of training programs.

Closs working relations:ips most be maintained with all
sthe? astivities of ihw Persoraw] Divialon to assure coordinae-
thom, This msans working ¥ th Precurement and Classification
o qualifisation standards, supplementing individusl reeds whers
mmmmmw 4o sbialn persomnsl with welleround-
od qualifieations, working sith Procursmsnt in the developmant of
tests to assess qualifications and treinlng needs, oto,

3. hetivation of Training irogras,

amrai,ng to mﬂm datsd 23 Degenber, 1945, frem
e » Parsonmal Divislon; to the Zxeoutive for Personmel
and Mkam-tratim, the following target dates were ostablished;

{1) Selection of Chief amd an instructor determined by
gyi?um, 947, and aprointaent to be made by 20 Pebwruary,

(2 Wﬁm of trainisg program plang by 20 M.
94T, snd testing and wralning of stenographic amd
m& indtiated by 1 Harch.

(3) Orientatien pwograns under wmay by 1 april, 15h7.

k(h) Procedurs) mammals sad guldes started Yy 1 Herch,

s A% the preseny time noms of these plans have heen carriad
out o dovslopmental wark on the oriemtation program.

§+ A CAP=1] plsesment officer is /resently detailed to Train-
irg. Ne GAF-11 jJob haz bewn appreved iu the NN
Othey than interviewin: aandidstes for ihe training cidef's jab,
8 really serious attospts have been made Lo staff the section.
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S, Bessmmendardoss.
e ﬁ*mu
5 In view of the tise lag in cotting the trelning progres

WmASF way, Svory effort should ba made to siaff the ssetion im~
madiately with the ohdel, ope instucior and a stanographer.

2. Training Progrea.

2 MMW should be given to Uw satablishuent of erients-
" adogt¥ination tralaing.

i. Mnmmnaf the el ning progras siodd be aetd-
asm#mﬁ&a, ol in such priority as cwrrent nedds
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